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1. Financial Information

1.1 Data vs. Information
|

There is a difference between these two terms, although often they are used
interchangeably.

Data: these are the facts, events, transactions that are inputted
into a system e.g. originating from the suppliers invoice,
payroll system, cash receipt etc.

Information: This is data that has been processed in some way so that

it is more meaningful to the end user, e.g. sorted,
classified, formatted and enhanced.

The Importance of Financial Information

Insufficient or inadequate financial management information may lead to:

o Poor decisions being made
. No corrective action being taken
1.2 Attributes of Quality Information

Quiality information should ‘add value’ when it is used, therefore you should be
asking:

Who will be using the information?
Why do they want it?

When do they need it by?

What format do they require?

Once you have these answers you can then ensure that the information you
produce contains all the right attributes.

The table overleaf lists them:
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Relevant for the purpose

Think about the issue being considered and what the
information is to be used for e.g. is it to predict, to
analyse, to summarise or to influence decisions.
Remove any irrelevant data.

Completeness

All the information required for the decision making
should be provided — it may be that well prepared,
accurate - but incomplete information is worthless

Volume

The detail and volume of the information should be
consistent with the needs of the user:

~Focus clearly on the issue

~Highlight the main points/ provide a summary
~Don't cloud the issue with surplus data

Accurate for the purpose

How exact do the values need to be?

~to the nearest penny, e.g. for a VAT invoice

~to the nearest pound e.g. for an aged debtors list

~to the nearest thousand pounds e.g. forecasting
expenditure over the year

Reputable source

Users must have confidence in the source of the
information e.g.

~ it has been reliable in the past.

~ it is free from error or bias

~ it can be reconciled with CUFS!

Timely

Information should be issued within deadlines to
allow for the user to consider or take any necessary
corrective action e.g.

~before year-end,

~before a grant closes,

~before last date for deposit movements

~in advance of a meeting to discuss

Communicated through the
most appropriate channel

Think about the nature of the information (is it
sensitive or complex), what is it's purpose, the
requirements of the user and the speed it is required
and then select the appropriate delivery method, e.g.
~hard copy report,

~e-mail,

~a meeting to discuss.

Communicated to the right
person

Information should be communicated to the right
person e.g.

~is a manager only responsible for one discreet
area?

~is it to be forwarded to others?

Understandable

Choose the style and language appropriate to the
level and skill of the user.

Cost effective

Remember the costs of providing the information
should not outweigh the value added.
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2. Pivot Tables
2.1 What are thez?

Pivot tables are interactive tables in Excel that can quickly summarise or
cross-tabulate large amounts of data.

They allow you to:

rotate rows and columns to see different layouts of the source data
filter data and display with subtotals and show on different pages
expand the pivot table to see details of one or more items

drill down to create separate detailed data extracts

create charts based on the data with a single click of the mouse

Pivot tables also allow you to specify how you would like the data summarised
by using functions such as ‘count’, ‘sum’ and ‘average’. Subtotals and grand
totals can be included automatically or you can define your own.

You can create a pivot table from:

A Microsoft Excel list or database
Multiple Excel worksheets

An external database

Another pivot table

Scenario:
In Excel, analyse departmental expenditure on source of funds AAAA (Chest Non-
payroll) by exporting a standard report and creating a pivot table from the data.

Method:

Stage 1

a) Run the Transaction Code Balance Report -Exportable

b) Save as a Text file and open up in Word to remove page breaks

c) Import into Excel and save

Stage 2

d) Create a look up table that provides descriptions for the first two letters of
the transaction codes starting with E and F

e) Insert three extra columns into the data spreadsheet and strip out the
transaction code details

f) Using the left function extract the first two characters of the transaction code
and look up their description

Stage 3

g) Select the whole sheet and go to Pivot Reports

h) Create a pivot report where page = cost centre, rows = category description
and data = sum of period activity
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2.2 How to create Pivot Tables
|

a) In Excel, highlight the data that you want to display in a Pivot table
(Note: Ensure all the columns in your data source have headings)

b) Select Data-=> Pivot Table and Pivot Chart Report from the menu:

E Microsoft Excel - I&E Account for Apr 05

E‘_l] Eile Edit ‘iew Insert Format  Tools | Data | Window Help T
DBERSIE KRR g = -1 u
L EEL IR L T '
F1437 - % =LEFT(E1437 2 (oo
Endownment | Valdation... -12267 1
Balance Sheet g Account 326.258
Balance Sheet TSl 0 [
Balance Sheet Text ko Columns, . serve -326.28 ¢
Consumeahles Consolidate. . 157 .45
Consumeahles - imahbles a 2019
Consumeables Group and Cutline r 1,416.21
Consumeables | i3] PivotTable and PivotChart Repart... S 522.42
Consumeables E 408.11
Consureables Impork External Data 3 1551
Consumeables List v | AND COMPONEN .58
Consumeahles WL b 343
Consumeahles 45
Consumeables OR FURNITURE 58,97
Consurmeables Expenditure dhesives 360.45
Consumeables Expenditure  Telephones, land and mobile B71.67
Consumeables Expenditure  Extension Line rental(actual fro 50.98
Consumeables Expenditure  Telephone Call Charges 1 546,77
Consumeables Expenditure  Private Calls refunded (actual) 465.58
Consumeahles Expenditure  Fire Extinguishers 525.42
Consumeables Expenditure  Fire Protection/Fire fighting Eq 476,95
Consurmeables Expenditure  General Security Equipment 418.26
Consumeables Expenditure  Installation amd Maintenance of 191.33
Consumeables Expenditure  SECURITY SERVICES 376.01
Consumeables Expenditure  Signs, Labels and Warning Tapes 19.16
Consumeables Expenditure Aggregate,Sand, Gravel 46.18
Consumeahles Expenditure  BUILDING MATERIALS B7.75
Consumeables Expenditure GAS 378263
Canonmashlos Funanditra Bl ANT MAINTENANMCE IS 1 IFTS A RR N0

c)

In Step 1:

Follow the Pivot table wizard:

settings in step 1 of the wizard)

utTahIe and PivotChart Wizard - 5tep 1of3

Where is the data thak vou want to analyze?

% ‘Microsoft Office Excel list or database!

™ External data source
" Multiple consolidation ranges
" Another FivotTable report or FivotChart repork

‘what kind of report do wou want to create?

select the data source and select a Pivot table (these are the default

21|

{* PivotTable
" PivotChatt repart fwith PivotTable report)

Cancel Finish

= Back | Mext = I
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In Step 2:

PivotTable and PivotChart Wizard - Step 2 of d A

byol wank o use?

Make sure the range includes all of the rows and
columns you wish to use for the pivot table. Click Next

% Browse, .. |
< Back | Bext = I Einish |

In Step 3:

PivotTable and PivotChart Wizard - Step 3 of 3 d |

Layout. .. Qptions. .. | Cancel | < Back | [k =

where do wou want ko put the PivokTable report?

Click Finish to create your PivotTable repaort,

Click on Layout and decide which fields from the
spreadsheet you would like to be displayed (this
can always be changed later).

{® Mew workshest
" Existing workshest

| X

In the layout screen: Click and drag the row/column information from

PivotTable and PivotChart Wizard - Layout
l ! Frad l E\“-.'_-, : L'XS Conskruck wour PivotTable report by
% dragaging the field buttons on the right

the selection available on the right hand side.

[x

ko the diagram on the left.

_osk Cenl

Cosk Centp [Trans Ca’
COLMM

|l

_ask Cen Transacti’
Trans Ca - -

EEL

Source of|) [Period .ﬁ.cl

Source af

Transack

/

i

Amend this option from ‘Count’ to

‘Sum’ by double clicking it

Help I (04 I Cancel |

If when you transfer over a value field (in this case “Period Activity” ) and it is
displayed as a ‘count of ...” double click on the transferred field to change the
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mathematical function of the field. The following box will be displayed, and
you can choose whether you want your information counted, or, for example,
summed.

PivotTable Field

If you then click on ‘OK’ you will
return to the Layout box. Once you

Source field: Period Ackivity: o are satisfied with your Layout,
Mame: ISum of Periad Activity clicking on ‘OK’ will return you to
Cancel step 3.

summarize by

Hide
____ This button allows you to format
the cells, e.g. add £ signs, decimal
Options >3 places etc.

Addi

Mumber. .,

If you wish, you can then click into ‘Options’ to amend details such as whether
subtotals and grand totals will be displayed.

PivotTable and PivotChart Wizard - Step 3 of 3 I

‘Where do you want to put the PivotTable report?

% ew worksheet
™ Existing workshest

Click Finish to create vour PivotTable repart.

Cancel I < Back | Mesxt = | Einish I

x|

Format opkions

W Grand totals For columns Page |ayout: IDDwn, Then Cver VI

Iv Grand totals for rows
Iv autoFarmat table

H =
[ subtotal hidden page items
— [~ For error walues, show: I

Fields per column:

[~ Merge labels
IV Preserve formatting IV For empty cells, show:

¥ Repeat item labels on each printed [ Set print titles
page
¥ Mark Tokals with *
[Daka options

[Daka source options: External data options:
Iv Save data with table layout [~ save password
v Enable drill to details [ Background query
[~ Refresh on open [~ Cptimize memory

I~ Refresh every IGEI E‘ minutes
a4 I Cancel |

Again, once you click on OK you will be returned to Step 3 of the Pivot Table
Wizard.

Click on Finish.

HTEWC Pt3 Manual Oct 09 v5.1 7



Your Pivot Table will be displayed and you can then amend the displayed
data as you wish.

Microsoft Excel - 4 Transaction Code Balances NA with looked up values

E‘ﬂ File Edit iew Insert Format  Tools Data  Wwindow  Help

DEHR S S IB |5 9.8 -5 e ﬁ#\rial

o I ] 0= Reply with Changes... End Review. .. B
PivokTz
AJ - 3
A B [

1 |Cost Centre code A1) -

2

3 |Sum of Period Activity

4 |Trans Category Description w | Total
| 5 |Agricultural, Fisheries, forestry, Horiticultural Supplies and Sewices 74.88

B [Audio Visual and Multimedia 1843.85
ZCatering supplies and Services 5590.66 When YOl:"
| 8 |Cleaning materials and Equipment, Janitarial Supplies 18617.6 cursor is in the
| 9 |Computing Supplies 41183.78 .
| 10 |Credit Card control account 3522.14 region of the
| 11 |Estates and Buildings 18859.4/ table the ‘Fleld
| 12 |[Fumniture, Furnishings and Textiles 14369.95 FPT I
| 13 |Labaratory and Animal House Supplies and Services ol List WmeW
| 14 |Library and publications 156808.27 pops up

15 |Miscellaneous!1 pivotTable Field List - -32509 55 .
16 | Printin 110008.55 automatically.
— g_ Dirag items to the PivotTable report : a
| 17 |Professional an 5375.03 You can either
| 18 |Safety and Sec| | - = Source of funds code. |4 30434.06 :
| 13 | Stationery an_d 5] Source of Funds Descript 56565.14 Close It down
| 20 |Telecormnmunica | Cost Centre code £1758.81 or Just drag It
| 21 |Telecoms - Po 20137.39 to one Side out
| 22 [Transfer of Exp | B °Emm -B47 45
| 23 |Travel and Tran | ] Cost Centre description ence) 348617 of the way.
| 24 |Vehicles (Furc - [F] Transaction category 14159.02
| 25 [Workshop and - [E| Trans Category Desci states) B1947 B4
| 26 [#h/A - 5] Transaction code -9034 B5

27 |(blank) - | Transaction Description ~

28 |Grand Total = P 41122 75

39 - [=| Period Activity _Ij
El . —
% | Add To I |R0w Area |v|

M 4 » b[ySheet2 Transaction Code Balances Na vt

Ready

In this example, Transaction category balances are shown in a simple table. Note,
this pivot table has the Cost Centre code as a Page item (cell A1) — the Cost Centre
selection can be changed to show one, all or a selection of costs centres. The totals
for each transaction code will then update according to the selections made.

It is quite easy to change the table so the cost centre totals for each transaction
category are displayed in columns. Simply drag the shaded Cost Centre code box
down into the table (just above the Total cell)
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2.3

The Pivot Table Tool Bar

PiwaotTable =

it

show
detail

always
display

report
format

If the toolbar is not
currently displayed either:

a)

b)

el il =

select it from the
menu:

View >
Tool bars >
Pivot Table

or

with your cursor in the
pivot table, right click
on your mouse and
select “Show Pivot
Table Toolbar’

Format Cells. ..
PivotChart
PivotTable YWizard
Refresh Data
Hide

Select 3
Group and Show Delail - »
Crder b
Field Settings. ..

Table Qptions. ..

Shiow PivakTable Toolbar

Shiow Field Lisk

refresh
data

settings

Microsoft Excel - 1 Transaction Code Balances AAAA April with Pivots [Read-Only|

E‘_I] File Edit | Wiew | Insert Format Tools Data  window  Help
0 & @ ] wms V-ez-slme B
d & 2 " B B & Reply with Changes... End Review,
B12 Task Pane CHHFL khings and Textiles
| Toolbars 3 |E| Standard
1 | Cost Cg Eormula Bar Formatting
2 Status Bar Borders
3 |5um of Header and Footer. .. Chart
4 _Source < : Cantrol Taolb r———
I omments antrol Toolbox
5 |[CHEST ™ = forestry, t
& Custom Yiews... Drawing media
7 =l Full Screen External Data Services
8 Zoom... Forms d Equipm:
g 0 Formula Auditing
10 W count
:]1; [E e nd Texl
1
13 [ Pt fhoises
14 L Protection g
15 Reviewing ifled
16 H Task Pane
17 H Text To Speech htin Sery
18 g
19 E Wisual Basic E i
N ) pUPpIES
Wabch Window
20 T nd Postar
21 il We"d d Charge:
a7 Tl WordArk e
23 Tl Customize. .. ne Wehicle
24 Wehcles [Furchase, Cease, Cor
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2.4

Changing the level of detail displayed

If you double click on either a row or column field e.g. —
“Agricultural....” an additional Show Detail window will appear and M= A=
allow you to add more details to your report. Alternatively you can
use the “show” and “hide details” buttons on the pivot table tool bar.
i B8 U e S 83 = Hy g -]
PivotTable ~ | 73 (bl | ==
A - A Agricultural, Fisheries, forestry, Horiticultural Supplies and Services
A B & | 8] |
1 |Cost Centre code (Al -
2
3 |Sum of Period Activity
4 |Trans Category Description | Total
5 |Agricultural, Fisheries, forestry, Horiticultural Supplies and Services 74.83
6 |Audio Visual and Multimedia
[ Show Detail *x
| 7 |Catering supplies and Services il X
| 8 |Cleaning materials and Equipment, Janitarial Supplies Chanse the field conkaining the In the
| 8 |Computing Supplies detail wou want ko show:
|10 |Credit Card control account Source of funds code =] example
11 |Estates and Buildings Source of Funds Description below the
_12_F it Fumishi d Textil Cost Centre code ¢ .
i L”';n' utre. ur?i\mgsm EXSI 2k ; T Job num Transaction
| 13 |Laporatary an nimal Aouse supplies an BIVICES Cost Centre description o 1
14 |Library and publications ?ansaction Ca;egorv Descrlptlon
A 5 ransaction code
15 | M|_sc_e||aneousfunclassmed TiSieaiction Desengbion has been
| 16 |Printing Petind Activity = added
17 |Professional and Bought in Services
|18 |Safety and Security oK Cancel I
| 19 |Stationery and Office Supplies
| 20 |Telecommunications and Postage 51758.81
| 21 |Telecoms - Port related Charges 20137.39
| 22 |Transfer of Expenditure B47 46
| 23 |Travel and Transport (inc Vehicle hire and subsistence) 34861.7
24 Wehicles (Purchase, Lease, Contract Hire) 14159.02
98 lwinrchian amd Maintananca Quanlias | ah and Fetatach F1047 RA
d = = = E
FivotTable = | 7 [{ll | =5 %= | § .-: 9 jE
0 Ald he A
Now if you I = T o
double click 1 [Cost Centre code | [0 &Sl DO
2
pn any 3 |Sum of Period Activity |
IndIVIdual 4 |Trans Category Description w |Transaction Description w | Total
R | 5 |Agricultural, Fisheries, farestry, Horiticultural Supplies and Services  |AgriculturaliFisheries/Forastry/ 2292
transaction B PURCHASE OF PLANTS, CROPS, TREES 51.96
Category 7 |Agricultural, Fisheries, forestry, Horiticultural Supplies and Senices Total 7488
Ay 8 |Audio Visggl and Multimedia AUDIO EQUIPMENT 31.68
descrlptl(_)n :9__ ALUDIO WISUAL CONSUMABLES 42.53
you see Its 10 Camneras (filrm) 79
related Y Display Boards 5311
. 12 Display Projectors 536.39
transaction 13 Film pracessing 21818
fge 14 Lighting & accessories 2288
descriptions 15 OTHER/SENERAL AUDIO-VISUAL Al ns
(16 | PHOTOGRAPHIC EQUIPMENT & 425
(17 Televisions & Monitors 174.64
18 Wideo Camera 19.43
19 |Audio Visual and Multimedia Total 4 1943.55
20 |Catering supplies and Services )y 8590.65
21 |Cleaning materials and Equipment, Janitonial Supplies ) 18617.6
22 |Computing Supplies ) d 41183.78
23 |Credit Card control account 352214

If you double click on one of the values, Excel will provide you
with a breakdown on a new sheet of the component entries from
your original spreadsheet.
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[ Microsoft Excel - 4 Transaction Code Balances NA with looked up values == x|

@_] File Edit Wiew Insert Format  Tools Data  Wwindow  Help Type a question for help -8 X

DEEHRS S 8 2R 9-8=-4|B@ g~ - Bz u EE=EH®%

e S i o | E Hy 1= Reply with Changes. .. End Resview, .. H

Al - A Source of funds code
A | B | c [ o | E \ F | B
Source of funds code Source of Funds Description Cost Centre code Job num Cost Centre description Transaction category Trans (|
[AAAA CHEST MOM PAYROLL MNhJB 4014 FLORAL DECORATIONS  EE Agricultural, Fisheries, fores
A A8 CHEST MON PAYROLL MMEW Tan34) UEF CONSUMABLES, 5 EE Agricultural, Fisheries, fores
A A8 CHEST MOM PAYROLL MKDD '{4036) GEMERAL DEPARTMENT EE Agricultural, Fisheries, fores

|LO|CD|-4|0‘J|U\ ko —

=]

ra

w

=

=

o

—

o

=)

[N
o

0 00| 00| 0 ra ko o s ra rara | e
L“"‘M|4\|D|('D|m|-k"|':n‘m|'h"|{'u|'\',|4‘|

1 -
H 4 » bl]\ sheet / sheetd £ ShestS £ Sheeté .Sheet7 { sheetz / Transaction Code Balances NA vt/ | 1| L”J

Ready Sum=51.96 LM

Excel gathers all the lines of data that make up the total in the pivot table and
displays it on a new sheet (or tab). So if you clicked on ten different totals in
the pivot table, you would create ten additional sheets in the Excel work book

Tip: Be careful to delete any additional sheets that you no longer require —
Excel workbooks containing pivot tables can double in size compared to those
containing just the raw data.
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2.5

Re-arranging the data displayed

The grey ‘Field Buttons’ can be used to rearrange the data. Each field
summarises multiple rows of information from the original data source. By

dragging a field button to another part of the table allows you to view the data
in different ways.

== | I
A | B C v D E | F G
1 |Sumn of Period £ Cost Centre
2 |Cat Mame|Trans codqdDescription AGAL AGBEA AGEB AGEC
| 3 [AUDIO VISEAKA _ |Photographic Film i
4 EAKE, Total 0
Dragging the cost g ggglsswsum EQUIPMENT Tatal g
centre field button 7 [EROUGHI IN & FROF SERVICES 53095 £6E
from D1 to A2 can B |CATERING 5 1 169.47
create a different LI CLEANING 0
I N 10 |COMPUTER 0 568352
ayou 11 [ESTATES 0
12 [FURNITURE i i 367
13 [HEALTH & SAFETY i i
14 [MISC/AUNCLASSIFIED 387 32 1045 10
15 |POSTAL & TELECOMS 755 66
16 |PRINTING i
17 |STATIONERY 1368 12341
18 [TRAVEL 7662
18 [WORKSHOF 575
| W RETT AR
o | I
A | B | c | D E F [ G
1 |@um of Period £
2 [Cost Cent{Cat Mame|[Trans code [Description [Total
[ 3 |AGAA  |CATERING BE 1
|4 COMPUTER 0
|5 FURNITURE D
= HEALTH & SAFETY i
|7 MISC/UNCLASSIFIED BT 32
B STATIONERY 13.60
9 [AGAA Tatal 250 &4
|10 [AGEA  [AUDIO VISUAL EQUIPMENT i
11 BOOKS D
12 BROUGHT IN & PROF SERWVICES| -3310.95
13 CATERING 169 47
14 CLEANING 0
15 COMPUTER G603 62
|16 ESTATES 0
17 FURNITURE i
18 HEALTH & SAFETY i
15 MISC/UNCLASSIFIED 104.9
20 POSTAL & TELECOMS 250 56
21 PRINTING i
|22 STATIONERY 12341
23 TRAVEL 2BE 2
24 WORKSHOP 575
25 [AGEA Total 2011 55
76 [AGEE [STATIONERY 0
27 |AGEE Total 0
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2.6 Changing the fields displayed on the pivot table

You can amend your pivot table and change the fields that are displayed by
either adding new ones or removing existing ones.

The two most common ways to change the fields displayed in the pivot table
are...

Method 1

From the Pivot tool bar click on the
‘show field list’ icon

PivotTahle Field List * X

Crag ikems ko the PivatTable repart
j oﬂ | ﬂ - [£] Source of funds

- ] Source of Funds descripl
E| Cosk Centre
E| Cost Centre Description

This will display a list of all the
available fields.

v

- [ Transaction code

(items in bold are already displayed + [£] Trans cat code
on your pivot table) -] trans cat desc

“E Tl Area -

S L

<]

Page Area
Daka Area

| Add To | Row Area

Either:

¢ highlight a field and drag it to the required location on your spreadsheet;

or

e using the Add To button, select where you want to add the new field — from
the drop down list and then double click on the appropriate field from the list.
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PivotTable v X

PivotTable - 7] Format Report... = oil = MethOd 2
csupples Wi Pivotchart 28
2] PivotTable tizard | 1_.461?: « On the Pivot tool bar select Pivot
¥ RefreshData 197, table wizard from the drop down
anvices 170 menu selection.
- 34
. :'j:ct X an: . Thi; v_vi_II tak_e you back to step 3 of
tage ;mup st <hon Dot » 80 the' |n|t|gl wizard and you can amend
185 - i Ao which fields you woul(_j like d|§played
. -A0t (and where) by dragging the field
iclehirea  Orer " 8! buttons across.
qontract Hi 9@y Field Settings. . 265
supplies {I[-] subrotals 93 ¢ When you have made the changes,
Sart and Tap 10, 8‘31;; click on OK and decid_e whether you
9 AT would like your new pivot table report
Table Optiens. . on the same sheet or on a new one.
2 Show Pages... | (Step 3 of the wizard).

e

PivotTable and PivotChart Wizard - Layout 2=l

=
Tt D\\\ ; Conskruct your PivokTable by dragging
Tt the field buttons on the right: to the
diagram on the left,

ource of || [Transacti

T

PAGE COLUMN

= = ofF Des
T e A
Soff Des ol (i A ost Centfl |Period Ac

Trans Cat]

DATA
Trans Cat]

=l =l ) %] [T
o |l NS
212 =
allo e
i1} o a

Help

Alternatively, you modify the layout by simply dragging and dropping an item
to another area of the pivot table.
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To ‘Hide’ blank fields that contain no data....

[ Microsoft Excel - 4 Transaction Code Balances NA with looked up values.xls

J File Edit Wiew Insert Format Tools Data ‘Window Help

DeHESRY | s2RC o [@ = s él|lD 2
| Bvortable - | W B [=2 22| ¢ | & T
Al5 | =| Miscellaneous/unclassified
A B
1 |Cost Centre code (Al -
2
3 | Sum of Period Activity
4 | Activity Description ~ | Lgtal
5 |Agricultural, Fisheries, forestry, Hariticultural Supplies and Services
B |Audio Visual and Multimedia 1943.55\ 1 Click on the drop down arrow
7 |Catering supplies and Semwices B5590.65 ' K
8 |Cleaning materials and Equipment, Janitorial Supplies 18617 .6 next to the heading of the blank
9 Computmg Supplies 41183.78 field e.g. in this examp|e
10 |Credit Card contral account 3214 . . - ,
11 |Estates and Buildings 16658 4 Activity Description
12 |Furniture, Furnishings and Textiles 14362.85
13 |Laboratory and Animal House Supplies and Services 2549581
14 [Library and publications 186808.27
15 |Miscellaneous/unclassified -32909 .55
16 | Printing 110008.55
17 |Prafessional and Bought in Services 8375.03
18 | Safety and Security 30434.06
19 | Stationery and Office Supplies 5556514
20 |Telecommunications and Postage E1755.81
21 |Telecoms - Port related Charges 20135759
22 | Transfer of Expenditure 647 45
23 |Travel and Transport (inc Yehicle hire and subsistence) 34861.7
24 |ehicles (Furchase, Lease, Contract Hire) 14158.02
25 |WWarkshop and Maintenance Supplies (Lab and Estates) 51947 B4
26 [#hiA 5034 65
27 |(blank)
28 | Grand Total 64112275
29
30
Iy Skationery and Office Supplies -
Telecommunications and Postage 2. Scroll down and
M 1 1
Telecams - Part related Charges untick the ‘blank
Transfer of Expenditure option
Travel and Transport (inc Yehicle hire and subsistence)
Yehicles (Purchase, Lease, Contract Hire) 3. Click on OK
Wharkshop and Maintenance Supplies (Lab and Estates)
-
| (0]'4 | Cancel
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3. Presenting Information

3.1 General Tips

There are a number of ways that data can be presented - and Excel can help

you with this - but in all circumstances information should be:

Clear: Take account of the users’ abilities, aggregate and classify if
appropriate, provide summaries of key issues and supporting

explanatory notes.

Comparable: Consistent, standardised, regular formats, layouts. Notes
to assist interpretation particularly where there are changes in
treatment with comparable figures — e.g. from a prior period

3.2 Reﬁort Headers and Footers

It sounds obvious but you should always include a title for your report that
includes — as a minimum - details of your department, the account segment(s)
being analysed and the time period that the data covers.

Tip: You may simply type in titles at the top of a sheet, but using the
Header and Footer options allows you to automate the display of file names

and dates.

From the menu bar select: “View” and then select “Header and Footer”

Page Setup

Page IMargins | Chart I

Department of Engineering

Header:

| Brink. . |

21 x|

Pr|nt Prewviews

IDepartment of Engineeringd OAnalysis of Expenditure on P.P..ﬁ_k

Options...

Cuskom Header. ., Custom Foaker, .. |
Eoater:

IPrepared by KS311 24/03/2005, Page 1

‘ Frepared by K331 240032005

Zancel

You can either
select a standard
header from the
list available from
the drop down
button.

Or

You can create
your own header
by clicking on the
Custom Header
button
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If you are creating your own header you will progress to this screen, where
you can type in the title you require.

Once you have created this header it will be added to the drop down list of
standard headers (such as Filename, Date etc) and is available for all the
other sheets within your workbook.

To format text: seleck the kext, then choose the font button. oK |
Tainsert a page number, dake, time, filename, or tab name: position the insertion point
in the edit bax, then choose the appropriake button. e |
Al 8|8 Bl 8o
Left section: Cenker section: Right section:
Department of Engineering| - - -
- - -

Report Footers

Useful for both the report author and customer; these can include references
such as:

The name of the person who has compiled the report,
Date prepared and version number

Excel filename

Page numbering

Go to: “View” menu and select “Header/Footer” and the process is the
same as for a header.

3.3 Lazouts and formats

You can improve the look and clarity of your report by altering its format,
fonts, backgrounds and introducing colours. This can be done either manually
or by clicking on the auto format button in the pivot table tool bar.

74

From here you can select one of the standard report layouts from the menu
options.
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Getting Column titles to rep

eat at the top of each page

Often you will have a spreadsheet

that contains many rows of data which will

thus print out over several pages. You can get Excel to repeat the column
headings from the first page on each subsequent page that you print.

From the “View” menu go to the *
Select the ‘Sheet’ tab:

Page Setup

Page | Margins | Header/Foater

Header/Footer” option

Prink area: I

Prink Litles

LE Enter the reference for
the row on your
=2 k... | spreadsheet that
prn preview_| contains your column

J51:41

Rows ko repeat ak bop:

titles, e.g. $1:$1 isrow 1

Columns ko repeat at left;

Prink

Al
:‘J Options. .. |

(alternatively you could

[ Gridlines [ row and column headings

[ Black and white

just highlight the row on

Comments:  [{hane) = the spreadsheet)
I™" Draft quality Cell errors as: IM,
Page order Then just click OK
& powin, then over EE B ETEE
" ower, then down EE I =

[ o 1]

Cancel

Formatting numbers/curren

cies

There are a number of ways in which you can format values.

To quickly convert to £0.00 format, highlight the cells and

click on the currency button on the

To choose a specific currency
format, highlight the cells and
select

“Format”, “Number”

Choose a category e.g. Currency,
and modify it using the options

Alternatively, choose the last
category called “Custom”, and
then pick a display option from the
long scroll down list.

-

tool bar
Format Cells
Mumber |.0.Iignrnent I Font I Border I Patterns | Protecti
Category: ample
Period Activity

Decimal places: |2 5‘
Accounting \
Date Symbal:
Time j
Perce:ntage Megative numbers:
Fraction -
Scientific -£1,734.10 '\ I
Texk £1,234.10
Special -£1,234.10 Change the

display options
for the category
of your choice

Currency Formats are used For general monetary values |
formats to align decimal points in a column,

C
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Note:

Standard practice is not to include the

currency symbol fo
specify it at the top

Highlighting d

=]l ;l =| FE
A B
Period| Cumulative
bhalance 04/05
1 o £000
il 119
3 |3EP 202
r each value - but to 4 [ocT 395
5 o 459
of the column. . e
7 Juan £40
8 |FEB 704
9 |MAR 787
1n 1aDD [ulag]

ata

Method 1

With your mouse, select the range of cells you wish to highlight.

From the tool bar

click on the “Fill” button

L4

|
ition ~|trans cat desc - | Total

Agricultural, Fisheries, forestry, Horiticultural Suppliss and Senvices 53.39
Audio Wisual and Multimedia 2808.53
Catering supplies and Services 1257996
Cleaning materials and Equipment, Janitarial Supplies 28617.03
Computing Supplies 64848 55
Credit Card control account 5585.87
Estates and Buildings 32447 99
Furniture, Furnishings and Textiles 1808671
Laboratory and Animal House Supplies and Services 28950 36
Library and publications 164932 37
Miscellaneousiunclassified -47862.99
Printing 127495 97
M mimmal Amel Dembt im0 S mmim e AT NTF

Method 2: Use

“Conditional Formatting”

Let Excel highlight values that meet criteria you specify. Firstly, select the data
area you want the conditional formatting to operate on then:

Select “Format”, “Conditional Formatting”

select the criteria you would like to use from the drop down lists:

Conditional

ondikion 1

Formatting

x|

mﬂ Ibetween j I :n_l and I

Prewview of format ko use Ma Format Set

when con

dition is true:

=i
Farmat... |

Add == | Delete, ., | Ok I Cancel |
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For example, if you want it to highlight any values greater than £1,000 you
would complete the boxes as follows:

Conditional Formatting x|

ondition 1

ICEII Yalue Is j Igreater than j IlEIEIEI jﬂ

Preview of Format ko use Mo Farmat Set Farmat

when condition is krue: =
gdd == | Delete. .. | Ik I Carfcel I

Now specify how you want the results highlighted by clicking on the format
Button.

Adding a “Comment” to a cell

Adding comments to spreadsheet cells allow notes to be added without typing
directly into a cell. The comment is typed into a pop-up box. You can then
choose how to display options the comments. For example, they can be
permanently displayed or just be indicated by a small red triangle.

2915 | Private Purchases .

2916 | Private Purchases o.00
2917 | Private Purchases 3500
218 | Nenartmental Recsares AN AN

Place your curser over this red triangle the comment is displayed.

2916 Private Purchases T

2917 |Private Purchases Desk lamp for Dr & Brown

2915 | Departmental Eeserves

2919| Departmental Reserves

2920| Departmental Eeserves - T

AT A RN PR o R B N T, AT S
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How to add a comment

Click in the cell where you would like to add a comment and either right click
on the mouse or go to the Insert menu and select ‘Insert Comment’

Do the same to edit/delete an existing comment.
To list the comments at the end of the worksheet (when printed out), go to:
File> Page Set Up and select the ‘Sheet’ tab

For Comments, select ‘at end of sheet’

|

Page Setup x|
Page | Margins I Header/Footer Sheet |
Print area: I :K_] Print. .. |
Print titles : i
Prink Prewview |
Riows Eo repeat ak top: | :R_]
Options. ..
Columns to repeat at left: I :K_]
Prink
[~ Gridines [ Row and column headings
I™ Black and white Comments! | At end of sheet -
[ Draft guality Cell errars as: W
Page order
% Down, then over EE E,'_EE
" Over, then down EERE EREE
K I Cancel
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4, Charts and Graphs

Sometimes a chart may be a better way of displaying information giving more
clarity with a visual presentation of data.

4.1 Basic ﬁrocess

a) Highlight your data (including column/row labels)

A Microsoft Excel - NA YEARLY COMPARISON OF AAAA.xls

J@ File Edit MWiew Insert Format Tools Data ‘window Help

DEeE SRy RS - @= A2 BE
Al =] =| Perind
A | B | C D | E

|1 [Period FYED4105  FYE 03104

2 |auG 11985366 153648.29

3 |sEP 82798.05 89580.26

4 |ocT 19419853 80,544.12

5 Mo B2827.95 277 520.33

6 |oEC 94619.85  78,779.06

7 |Jan 8608451 6153208

8 |FEB B428534 135160.56

9 AR 8282002 9967225

10 |4PR B3G07 28 5617283

11 may 7613863  111519.80

12 Jun 0 7174412

13 [JUL 0 -1858,733.53

| 14 |

15

b) From the menu bar, select Insert = Chart or click on the Chart

button on your tool bar
C) Using the Chart wizard steps, select the type of chart you want and

select the data source

d) Titles and Axis labels — you should always ensure that your chart has a
titte and its axes are labelled.

Chart Wizard - Step 3 of 4 - Chart Options e |

Titles | Axes | Gridlines | Legend I Data Labels | Data Table

Chart title:

IComparison of Expenditure or Comparison of Ezpenditure on AAAR
Source of Funds

Cateqgory (%) axis:

400,000.00

|Period
F00,000.00
Walue () awis: 200,000.00 | [ F| n iSh” the
|£ . 10000000 OFTE 040
) 0.00 m FYE 030 Chart
Second category (%) axis: SN
100,000,005k S
-200,000.00
Second value (¥) axis: ~300,000.00
I Period
Cancel | < Back | Mext = I Einish f
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4.2 Improve the layout and look of a chart
|

With the chart displayed, double click on one of the axes labels (e.g. a period
name), the formatting box will appear.

Select the ‘Patterns’ tab

x
Patterns | Scale | Font | Murnber | Alignment I Make sure the
~Line: ~Major kick mark bype | H H

& putomatic " Nore & Qutside €= majo_r tick m_ark
" None " Inside 1 Cross type IS ‘OutS|de’
£ Custom Minar tick mark bype—————————

Style: I v| ' None " Outside and

Colar: I Automatic 'l " Inside " Cross

Tick mark labels

elgh: N Hgh | the tick mark

Sample | #lon! qdiadiaa label is ‘low’

Now click on OK
(o4 I Cancel

400,000.00

300,000.00

200,000.00

100,000.00 - 1 1 o Year 0304

" 0.00 - mYear 0403 " The axis labels have

100,000.00 now moved to the
bottom of the chart.

-200,000.00

-300,000.00 >
Aug Sep Oct Mov Dec Jan Feb Mar Apr May Jun Jul | Chart Area

Data labels

Like chart titles, these are a chart option and can either be set up in the
wizard steps or afterwards by selecting chart options (right clicking on your
mouse).

When adding labels, be careful that they don’t clutter up your chart and make
it difficult to read (especially on bar charts) — consider reformatting the labels
so that they use a different font, colour or size.

Tip: Labels work particularly well with pie charts — see example overleaf.
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Chart Wizard - Step 3 of 4 - Chart Options

Titles | Llegend  [Drata Labelsl

~Label Contains
r Series name

r Zakegory name
[~ value

v Percentage

I~ Bubble size

Separatar: I - I

i

v Show lzader lines

Engineering Chest Budget 04105

X
3% 2%

15% 62

2%

O Etipends - Teaching & Research
B Etipends - Administration & Librar] v

O 'wages -Technical, Lab & worksho
O 'Wages- Adminiztration & Library
B ‘w'ages- maintenance & Cleaning
O Other Charges

these little
coloured boxes
are the ‘legend
keys’

Cancel

| Mexk = I

< Back Einish

Change the format of any existing titles, labels etc on your graph

Either highlight the item e.g. a data label and double click or pick the item you
require from the chart objects tool bar button and then click on format.

>

T -
“

| FYE 04j05" Paint "MAY" + | E

A format window will then appear similar to below.

Format Data Labels

21|

Patterns Fonk | Mumber | Alignment |
Eonk: Font skyle: Sizes
[ arial ftalic 2

El flbertus Extra Bold (W];l Reqular Fg

B albertus Medium (w1l 9

Antigue Olive (W1 gglg Kol J }EI LI

Underline: Color; Background:
F.Ione - _ - Autarmatic -

fFects FEviEy

[ strikethrough

[ Superscripk AgBbCe¥yZz

[ subscript

IV auto scale

This is a TrueType Fonk, The same Font will be used on both yvour printer and

YOUF SCreen.

CK

Cancel
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4.3 Sizing and moving charts around

It is easy to resize and move charts around charts that have been inserted
into existing pages of a workbook or another file.

To resize

Highlight your chart and place your curser over one of the black squares on
the boundary until your curser becomes a small double headed arrow.
Now just drag either in or out until you reach the required size

Ed Microsoft Excel - NA YEARLY COMPARISON OF AAAA.xls =& 5'
J@ Ele Edt Wiew Insert Format Tools Chart MWindow Help =3 5[

DEHERY | 4eay o-[@ax= s 2|l 2
Chart Area j =|
[

E=4E|F | |5-2-2

Jcharmrea -|E'|@‘E,ﬁ|%§‘

A B C D [ E [ F [ & [ H T o+ T o T w T T mwm [ nN [—

1 |Period [cum 04/05 cum 03/04 L I—
| 2 [aUG 11985366 15364829 [ - -
3 |sEP J02@51 71 243 22856 . . .
4 locT SR TR TTIET Engineering Cumulative AAAA source of funds
| &6 [Mov 45967819 601,293.00 spend
| & pEC 554297 04 BA0072.06
| 7 [Jan 64033255 741 504.14
| 8 |FEB 70456789 B76764.70 140000000
9 [mar 787 487 91| 976 436.95
110 [2PR 85109519 1,032509.78 29600000 .
[ 11 [naay 92723382 1,144 229.58
12 |JUN 927 23382 1,215973.70

JUL 927 233.82 1,027 240.11 1000000.00

|Jh Lﬂ‘

I /-/"

£00,000.00

m

@

\

m|A
=] {71

400,000.00

200,000.00
—

000

Period
—e— cum 04/05

—=— cum 03/04 d

o | R (0| [ (R b | R
Fa|=| 5@ oo |=1| g1 |oh | & |0 | kD | =

h_ n
Chart Area
35
I |4 |» M} yearly spend on AdAA comparison i monthly AAAS spend comparisan F | a |
Ready 1 N N . I

To move a chart:

Click anywhere in the chart area, hold down the left mouse key down and
drag the chart to the required spot.

Copying into a word document:

Highlight the chart and then copy and paste into the required document
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4.4 Creating Charts from Pivot tables
|

You can also chart the data in your pivot table. Simply highlight the data in
your pivot table that you would like to chart and click on the charting button in
the Pivot tool bar.

Select the required style of chart and amend the format, colour, labelling, size
etc. until you are happy. It is recommended that you save your chart as a
different worksheet initially and don't forget to give it a header and footer in
the normal way.

Your chart will automatically update itself to reflect your pivot table view.
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5 Security of spreadsheets

If you export data from CUFS you must ensure that it continues to be kept in a
secure manner.

In Excel you can set passwords to restrict both viewing and updating of
spreadsheets that may contain sensitive departmental or personal
information.

Hardcopy reports and spreadsheets containing such information should never
be left out or kept unsecured.

5.1 Passwords to restrict Oﬁenin% a sEreadsheet

i) Open up the spreadsheet in question
i) From the file menu select Save As
iii) Click on the Tools and select General Options from the menu

savens 21|
Save in: I.j Part 3 j @ -3 Q@ X i EH ~|Tools—
| Charting examples u

G

[ | ) Consolidation Exercise
My Recent | Jexamples
Documents ) Manual
543 Transaction Code Balances Na vid jan0S reconciiation Add to "My Place
504 Transaction Code Balances Ma with lacked up values Map Metwork Dri
Desktop )5 Transaction Code Ealances Fa with pivot

1

Properties

¢

My Docurments

T\
oy

My Computer
‘:!]) File name: |4 Transaction Code Balances Ma with looked up values j Save
Iy Metwork, _—
. Save as bype: IMicrosoFt Office Excel Waorkbook, j Cancel |,
d) In the pop-up window that appears, type in the password you wish to
use.

(This does not have to be a minimum length but it is case sensitive)

Save Options il

[ Always create backup

File sharing
Fasswiord ko apen: I******* Advanced... |
Passward ko modify; I

[~ Read-only recammended

Ik I Cancel |
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e) You will return to your main “Save As” window — now just
click on the Save button

savens 2 x|
Save in: I":' Part 3 j & - A Q Ay EH - Tools~

| ) Charking exarnples
| Consclidation Exercise
My Recent | examples
Dacurments =) Manual
— @_]3 Transaction Code Balances MA ytd jan05 reconciliation
@ @_]4 Transaction Code Balances NA with looked up values
Desktop @_]5 Transaction Code Balances WA with pivok

6.

My Documents

My Compuker

- File narme: 4 Transackion Code Balances Ma with looked up walues j Save
Iy Mebwark

= Save as Bypel |Microsoft Office Excel Waorkbook j

1

W

Say “Yes” to the message that pops up and replace your existing file. Your
password is now set.

Next time you open the file you will be asked for the password

WARNING: Passwords are case sensitive and they are
stronger if you include numbers, symbols and mixed case.
HOWEVER, if you forget your password, you may have to resort
to code breaking software to get it back (at a price)

TIP: If the data is not sensitive, then just protect your work from being
altered (see overleaf.
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5.2 Adding passwords to prevent changes

a) Repeat the process detailed above but add a password into the second
field

b) When you open the spreadsheet you will have to go through two
password screens, the second being:

c) To update the
21
asst 2] spreadsheet enter
"1 Transaction Code...'is reserved by the second
kS311 password and click
Enter passward Far write Cancel | OK
aCCESsSs, O
ressulgss [T ) _Beadonly | d) To just view the
e spreadsheet click on
‘Read Only’

5.3 Removin% ﬁassword ﬁrotection

a) Open up the spreadsheet in the normal way
b) Select Save as from the File menu

C) Select General Options from the Tool button
d) Delete any existing passwords entered

e) Click on OK

f) Click on Save

Save Options il
[ Always create backup
File sharing

Password ko open: I Adwanced... |

Password ko modify: I

[~ pead-only recommended

(0]4 I Cancel |
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	1.  Financial Information

	1.1     Data vs. Information
	There is a difference between these two terms, although often they are used interchangeably.
	Data:   these are the facts, events, transactions that are inputted    into a system e.g. originating from the suppliers invoice,    payroll system, cash receipt etc. 
	The Importance of Financial Information
	Insufficient or inadequate financial management information may lead to:
	 Poor decisions being made
	 No corrective action being taken
	1.2  Attributes of Quality Information
	Quality information should ‘add value’ when it is used, therefore you should be asking:
	Once you have these answers you can then ensure that the information you produce contains all the right attributes.
	Relevant for the purpose
	Think about the issue being considered and what the information is to be used for e.g. is it to predict, to analyse, to summarise or to influence decisions. Remove any irrelevant data.
	Completeness
	All the information required for the decision making should be provided – it may be that well prepared, accurate - but incomplete information is worthless
	Volume
	The detail and volume of the information should be consistent with the needs of the user: 
	~Focus clearly on the issue 
	~Highlight the main points/ provide a summary
	~Don’t cloud the issue with surplus data
	Accurate for the purpose
	How exact do the values need to be? 
	~to the nearest penny, e.g. for a VAT invoice
	~to the nearest pound e.g. for an aged debtors list
	~to the nearest thousand pounds e.g. forecasting  
	  expenditure over the year
	Reputable source
	Users must have confidence in the source of the information e.g.
	~ it has been reliable in the past. 
	~ it is free from error or bias
	~ it can be reconciled with CUFS!
	Timely
	Information should be issued within deadlines to allow for the user to consider or take any necessary corrective action e.g. 
	~before year-end, 
	~before a grant closes, 
	~before last date for deposit movements
	~in advance of a meeting to discuss 
	Communicated through the most appropriate channel
	Think about the nature of the information (is it sensitive or complex), what is it’s purpose, the requirements of the user and the speed it is required and then select the appropriate delivery method, e.g. 
	~hard copy report, 
	~e-mail, 
	~a meeting to discuss.
	Communicated to the right person
	Information should be communicated to the right person e.g. 
	~is a manager only responsible for one discreet area?
	~is it to be forwarded to others?
	Understandable
	Choose the style and language appropriate to the level and skill of the user.
	Cost effective
	Remember the costs of providing the information should not outweigh the value added.
	2.  Pivot Tables

	2.1   What are they?
	 rotate rows and columns to see different layouts of the source data
	 filter data and display with subtotals and show on different pages
	 expand the pivot table to see details of one or more items
	 drill down to create separate detailed data extracts
	 create charts based on the data with a single click of the mouse
	Pivot tables also allow you to specify how you would like the data summarised by using functions such as ‘count’, ‘sum’ and ‘average’. Subtotals and grand totals can be included automatically or you can define your own.
	You can create a pivot table from:
	 A Microsoft Excel list or database
	 Multiple Excel worksheets
	 An external database
	 Another pivot table
	2.2 How to create Pivot Tables
	a) In Excel, highlight the data that you want to display in a Pivot table
	 (Note:  Ensure all the columns in your data source have headings)
	b) Select Data( Pivot Table and Pivot Chart Report from the menu:
	c)  Follow the Pivot table wizard:
	In Step 2:    Make sure the range includes all of the rows and     columns you  wish to use for the pivot table. Click Next
	In Step 3:    Click on Layout and decide which fields from the     spreadsheet you would like to be displayed (this     can always be changed later).
	In the layout screen: Click and drag the row/column information from     the selection available on the right hand side.
	If when you transfer over a value field (in this case “Period Activity” ) and it is displayed as a ‘count of …’ double click on the transferred field to change the mathematical function of the field.  The following box will be displayed, and you can choose whether you want your information counted, or, for example, summed.
	If you wish, you can then click into ‘Options’ to amend details such as whether subtotals and grand totals will be displayed.
	Again, once you click on OK you will be returned to Step 3 of the Pivot Table Wizard. 
	Click on Finish.
	Your Pivot Table will be displayed and you can then amend the displayed data as you wish.
	2.3   The Pivot Table Tool Bar
	2.4   Changing the level of detail displayed
	If you double click on either a row or column field e.g. “Agricultural….” an additional Show Detail window will appear and allow you to add more details to your report.  Alternatively you can use the “show” and “hide details” buttons on the pivot table tool bar.
	Tip: Be careful to delete any additional sheets that you no longer require – Excel workbooks containing pivot tables can double in size compared to those containing just the raw data.
	2.5   Re-arranging the data displayed
	The grey ‘Field Buttons’ can be used to rearrange the data. Each field summarises multiple rows of information from the original data source. By dragging a field button to another part of the table allows you to view the data in different ways.
	2.6  Changing the fields displayed on the pivot table
	You can amend your pivot table and change the fields that are displayed by either adding new ones or removing existing ones.
	The two most common ways to change the fields displayed in the pivot table are…
	Alternatively, you modify the layout by simply dragging and dropping an item to another area of the pivot table.
	To ‘Hide’ blank fields that contain no data….
	3.  Presenting Information

	3.1   General Tips
	There are a number of ways that data can be presented - and Excel can help you with this - but in all circumstances information should be:
	Clear:    Take account of the users’ abilities, aggregate and classify if     appropriate, provide summaries of key issues and supporting     explanatory notes.
	Comparable:  Consistent, standardised, regular formats, layouts. Notes          to assist interpretation particularly where there are changes in      treatment with comparable figures – e.g. from a prior period
	3.2   Report Headers and Footers
	It sounds obvious but you should always include a title for your report that includes – as a minimum - details of your department, the account segment(s) being analysed and the time period that the data covers.
	If you are creating your own header you will progress to this screen, where 
	you can type in the title you require.
	Once you have created this header it will be added to the drop down list of standard headers (such as Filename, Date etc) and is available for all the other sheets within your workbook.
	Report Footers
	Useful for both the report author and customer; these can include references such as:
	The name of the person who has compiled the report, 
	Date prepared and version number
	Excel filename
	Page numbering
	Go to:  “View” menu and select “Header/Footer” and the process is the same as for a header.
	3.3 Layouts and formats
	You can improve the look and clarity of your report by altering its format, fonts, backgrounds and introducing colours. This can be done either manually or by clicking on the auto format button in the pivot table tool bar.  
	From here you can select one of the standard report layouts from the menu options.
	Getting Column titles to repeat at the top of each page
	Often you will have a spreadsheet that contains many rows of data which will thus print out over several pages. You can get Excel to repeat the column headings from the first page on each subsequent page that you print.
	From the “View” menu go to the “Header/Footer” option
	Select the ‘Sheet’ tab:
	Formatting numbers/currencies
	There are a number of ways in which you can format values.
	To quickly convert to £0.00 format, highlight the cells and  
	click on the currency button on the tool bar      
	To choose a specific currency format, highlight the cells and
	select
	“Format”, “Number”
	Choose a category e.g. Currency, and modify it using the options
	Highlighting data
	Method 1
	With your mouse, select the range of cells you wish to highlight.
	From the tool bar click on the “Fill” button
	Method 2: Use “Conditional Formatting”
	Let Excel highlight values that meet criteria you specify. Firstly, select the data area you want the conditional formatting to operate on then:
	Select   “Format”, “Conditional Formatting”
	select the criteria you would like to use from the drop down lists:
	For example, if you want it to highlight any values greater than £1,000 you would complete the boxes as follows:
	Now specify how you want the results highlighted by clicking on the format 
	Button.
	Adding a “Comment” to a cell
	Adding comments to spreadsheet cells allow notes to be added without typing directly into a cell. The comment is typed into a pop-up box. You can then choose how to display options the comments. For example, they can be permanently displayed or just be indicated by a small red triangle.
	Place your curser over this red triangle the comment is displayed.
	How to add a comment
	Click in the cell where you would like to add a comment and either right click on the mouse or go to the Insert menu and select ‘Insert Comment’
	Do the same to edit/delete an existing comment.
	To list the comments at the end of the worksheet (when printed out), go to:
	File> Page Set Up and select the ‘Sheet’ tab
	For Comments, select  ‘at end of sheet’
	4.  Charts and Graphs

	Sometimes a chart may be a better way of displaying information giving more clarity with a visual presentation of data. 
	4.1 Basic process
	a)   Highlight your data (including column/row labels)
	b)   From the menu bar, select Insert ( Chart  or click on the Chart  button on your tool bar
	 ‘
	“Finish” the        chart
	4.2 Improve the layout and look of a chart
	With the chart displayed,  double click on one of the axes labels (e.g. a period name), the formatting box will appear.
	Select the ‘Patterns’ tab
	Data labels
	Like chart titles, these are a chart option and can either be set up in the wizard steps or afterwards by selecting chart options (right clicking on your mouse). 
	When adding labels, be careful that they don’t clutter up your chart and make it difficult to read (especially on bar charts) – consider reformatting the labels so that they use a different font, colour or size.
	Change the format of any existing titles, labels etc on your graph
	Either highlight the item e.g. a data label and double click or pick the item you require from the chart objects tool bar button and then click on format.
	A format window will then appear similar to below.
	4.3 Sizing and moving charts around
	It is easy to resize and move charts around charts that have been inserted into existing pages of a workbook or another file.
	To resize
	Highlight your chart and place your curser over one of the black squares on the boundary until your curser becomes a small double headed arrow.
	Now just drag either in or out until you reach the required size
	To move a chart:
	Click anywhere in the chart area, hold down the left mouse key down and drag the chart to the required spot.
	Copying into a word document:
	Highlight the chart and then copy and paste into the required document
	4.4 Creating Charts from Pivot tables
	You can also chart the data in your pivot table. Simply highlight the data in your pivot table that you would like to chart and click on the charting button in the Pivot tool bar.  
	Select the required style of chart and amend the format, colour, labelling, size  etc. until you are happy. It is recommended that you save your chart as a different worksheet initially and don’t forget to give it a header and footer in the normal way.
	Your chart will automatically update itself to reflect your pivot table view. 
	If you export data from CUFS you must ensure that it continues to be kept in a secure manner.
	In Excel you can set passwords to restrict both viewing and updating of spreadsheets that may contain sensitive departmental or personal information.
	Hardcopy reports and spreadsheets containing such information should never be left out or kept unsecured.
	5.1 Passwords to restrict opening a spreadsheet
	i) Open up the spreadsheet in question 
	ii) From the file menu select Save As 
	iii) Click on the Tools and select General Options from the menu
	d) In the pop-up window that appears, type in the password you wish to  use.
	(This does not have to be a minimum length but it is case sensitive)
	e) You will return to your main “Save As” window – now just 
	 click on the Save button
	Say “Yes” to the message that pops up and replace your existing file. Your password is now set.
	5.2 Adding passwords to prevent changes
	a) Repeat the process detailed above but add a password into the second  field
	b) When you open the spreadsheet you will have to go through two  password screens, the second being:
	5.3 Removing password protection
	a) Open up the spreadsheet in the normal way
	b) Select Save as from the File menu 
	c) Select General Options from the Tool button
	d) Delete any existing passwords entered 
	e) Click on OK
	f) Click on Save


